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1. Introduction
Under data protection law, individuals have a right to be informed about how Nelson Primary School uses any personal data that we hold about them. We comply with this right by providing ‘privacy notices’ (sometimes called ‘fair processing notices’).
This notice explains how we collect, store and use personal data about individuals working with our school in any capacity, including staff, governors, trustees and volunteers.
We, Nelson Primary School, are the ‘data controller’ for the purposes of data protection law.
Our Data Protection Officer is Mrs A. Rahman, School Office Manager, Nelson Primary School. Contact details are at the end of this notice.

2. The personal data we hold
We may collect, use, store and share information including (but not limited to):
· Contact details
· References
· Evidence of qualifications and right-to-work information
· Employment and payroll details (for staff)
· Governance records (for governors/trustees)
· Information about business and pecuniary interests
· Records of training and safeguarding checks
We may also collect “special category” data, such as:
· Information about health conditions and disability access needs
· Equality monitoring information (e.g. ethnicity, gender)
· Photographs and CCTV images captured in school
We may also collect and process information about criminal convictions and offences (e.g. DBS checks).

3. Why we use this data
We use staff, governor, trustee and volunteer data to:
a) Establish and maintain effective governance and staffing
b) Meet statutory obligations for publishing and sharing certain details (e.g. on the school website, with the DfE, or Companies House/Charity Commission where applicable)
c) Facilitate safe recruitment and safeguarding checks
d) Undertake equality and diversity monitoring
e) Provide appropriate access arrangements
f) Enable payment of salaries (for staff) and reimbursement of expenses (for governors/volunteers)
3.1 Marketing and communication
We do not use this data for marketing purposes unless you have given explicit consent. Consent can be withdrawn at any time.
3.2 Automated decision-making
We do not use this data for automated decision making or profiling.

4. Our lawful basis for using this data
We rely on:
· Public task: to fulfil statutory duties under education and safeguarding law (Education Act 2002, Children Act 2004, Keeping Children Safe in Education, etc.)
· Legal obligation: to meet requirements in employment law, safeguarding law, tax law and company/charity law.
· Vital interests: in rare cases, to protect life in an emergency.
· Consent: for optional uses (such as photographs for promotional purposes).
4.1 Special category data
Where more sensitive data is processed, we rely on one of the following conditions:
· Your explicit consent
· Employment and social security law obligations
· Safeguarding and substantial public interest grounds
· Protection of life (vital interests)
· Legal claims or proceedings

5. Collecting this data
Most information is collected directly from you (e.g. via application forms, staff contracts, or governor declarations). Some data may also come from:
· Previous employers or education providers
· Local authorities
· The Disclosure and Barring Service (DBS)
· Government departments and regulatory bodies

6. How we store this data
We keep information while you are working with us, and for a period afterwards if necessary.
Data is retained in line with the IRMS Records Management Toolkit for Schools, which sets national standards for how long different records must be kept.
Data is stored securely in:
· The school’s HR and governance systems
· Locked filing systems (where applicable)
· Approved secure digital platforms
When data is no longer required, it is securely deleted or destroyed.

7. Who we share data with
We do not share your data with third parties unless it is lawful and necessary. We may share data with:
· Birmingham City Council – for safeguarding, HR or governance requirements
· Department for Education (DfE)
· Ofsted – during inspections
· Disclosure and Barring Service (DBS)
· Pension providers and HMRC (for staff)
· Auditors and professional advisers
· Security organisations (e.g. CCTV providers, ID systems)
· Police, courts or tribunals – where legally required
We will only transfer data internationally where it complies with UK data protection law.

8. Your rights
You have the right to:
· Request access to information we hold about you
· Request correction of inaccurate data
· Request deletion or restriction of processing in certain circumstances
· Object to processing in certain circumstances
· Be informed of a data breach if it poses a high risk to your rights and freedoms
· Make a complaint to the Information Commissioner’s Office (ICO)
9. Complaints
If you have concerns about the way we are handling your data, please contact us in the first instance.
You may also contact the ICO:
· Website: https://ico.org.uk/make-a-complaint/
· Tel: 0303 123 1113
· Address: Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

10. Contact us
If you have any questions about this notice, please contact our Data Protection Officer:
Mrs A. Rahman
School Office Manager and Data Protection Officer
Nelson Primary School
King Edwards Road
Ladywood
Birmingham
West Midlands
B1 2PJ
UK
E-mail: enquiry@nelson.bham.sch.uk
Telephone: +44 (0)121 464-2201
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